How to Clone and/or Share a Trip Feature in Concur

Clone Trip (definition): To create a new trip for Traveler B that duplicates the exact trip
that is already booked for Traveler A.

Share Trip (definition): A traveler may send an invitation to another traveler within the
company to join them on their trip.

CLONING A TRIP

A travel arranger may choose to ‘Clone a Trip’ for a second traveler. Select the first
traveler’s reservation under their My Trips section on the Concur home page, and then
click on the trip name. You must be assigned as a travel arranger to “Clone a Trip’.
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Concur will open up the traveler’s itinerary. Under Trip Overview, click on “Clone Trip”.
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Once selected, the travel arranger will simply selects the name of the second traveler
from the drop down menu and the trip is created based on the choices selected.
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SHARING A TRIP

A traveler may choose to ‘Share Trip’ to send an invitation to another traveler within the
same company to join them on the trip. Under the My Trips section on the Concur
home page, click on the trip name.
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Concur will open up itinerary. Under Trip Overview, click on “Share Trip”.
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Select the name of whom you wish to invite. Click on Search if a name list is not
present.

Share Trip

Share this trip with: | LaFats, Kathlesn 1 v
Trip Mame Fare Quote Locator Start Date End Date
Trip from Sacramento to San Diege ushasg 22 KEWVOMEK osMe2017 oSz T

Invitation comments

Include Itinerary in email [+

Send my email as '® HTML () Plain-text

The traveler whom you are sharing the trip with will receive an email invitation and an
alert when he/she logs onto Concur. The recipient may accept (Concur automatically
completes a new reservation to match the traveler’s trip) or decline the invitation.

E-mail ltinerary

Itinerary has been successfully sent to kelly bouchard@dgs.ca.gov

From: Concur <Travel@concursolutions.com> Sent: Wed 5/17/2017 851 AM
To: Bouchard, kely@0GS
c
Subject  Kathleen LaFata has imited you to share 3 trip named “Trip from Sacramento to San Diega.”
—AMessage ¥ 18e00299-1135-49a3-aec 7777520056307 (58 KB) I SMF-SANLICs (6 KE)  SAN-SMFcs (6 KB) £2 Crowne Plazaue £50 8)
1 T2 3 4 5 57 ] 0 0 B - ] I 5
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This itinerary emailed by request of Kelly May Bouchard (kelly.bouchard@das.ca gov) on 517/2017 11:50:33 AM

Kathleen LaFata has invited you to share a trip named "Trip from Sacramento to San Diego.” You can either view the trip itinerary or book a copy of it_
Login to Concur. Your invitations will appear under the Travel Information Section.

Invitation comments from Kathleen LaFata
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Trip Name: Trip from Sacramento to San Diego
Start Date: May 16, 2017

End Date: May 17, 2017

Created: May 01, 2017, Kathleen LaFata (Modfied: Way 17, 2017)
Description: (No Descrption Avaiable)

Agency Record Locator: KKVONK

Ticket Numberls|: 5268518630015

Passengers: Kathleen Marie Lafata

Total Estimated Cost: $720.76 USD

Agency Name: CalTravelStore (State of CA RXUF)
Address:

CallravelStore
707 g sreet 3rd Floor
Viest Sacramerts, CA 4508

Daytime Phone: 877-454-8785
Company Name: Gensral Seniices

Tuesday, May 16, 2017




